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t Fighting Inflation aed Reducing belly 
*.,° Oparating Costs 


Ye! Tn wy y ents of & Movesber 2 asked that each of you - 
a sccaca viutael? personally fa the Ageacy’s fight against inflation 
ep yeport back to me hy the conclusion of 1974 the results ef any 
actions taken or proposed. From the subsissious recetved and reviewed 
so far, I find that many of the actions proposed are common to most 
of the Agency's components; for example, we are. ail concerned with oy 
reduction. of paper flows and fategration of filicg systems, doubiee 9 
_ | $ided Xeroxing or reduction in Xeroxing, reductions-in copies of a 
_ .Yeports and conservatisa in the usa of adainistretive supplies. . ae es 
The. Directorata records management progress have shewm siqnificané = = = - 
_rvasults in teres of dollar savings, and the possibilities for com  . = 
tinuing and expanding in this reserd are encouraging. He are con 
cerned as wall with eneray conservation. The Office of Logistics, 
in cooperation with GSA, has reduced effectively overall fuel and 
power consumption. We may all contribute in thie regard by mugied 
meta Vights off and heat cown at the and of ‘ht days 


2. «Other actions proposed are either unique te bapceatan? Pages 
| components or are policy considerations of one Office which impact . 
. i: on the entire Agency. For example, the Office of Communications 
- oho >” Gs propesing that we camsaign to reduce considersbly the unofficial 
2 ee. *- use OF thea black telephone Hines wo ¥Hfal S® calling which during = - 
Hees F FY 1974, cost $373,550 for 2.8 million calls. The Orrice of one am 
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‘Cosputer Support has bescun to use 2 ribbon re-inking service for 


ribbons used with computer line printers. OJCS estimates they wil]. 
save $8 to $10 thousand annually. Other components should take 
advantage of this service. ; ie 


3. There ere, of course, many other ways to decrease our 
costs and fight jaflation. As a start, we will now require a 
higher level approval for many of the services provided by the 
Adsinistration Directorate -- relocation of telephones and add{e 
tional telephone Times, for exaaple. Each Offfce Director should 
personally fasure that servicers requested are absolutely essential. — 
Some are now being reviewed at the Deputy Director level =~ this 
practice should continuc and [ commend {t to each of yeu. Office 


Directors should also review and revalidate all publication sub- we 
scriptions for his Office. Those offices Ce : STAT 
overseas field fastaliations should review and 


‘JTable of Vehicular Allowances with a mind to reducing the aucber 


of vehicles. All acnagors should remain evare of the possibility 
of using more ecoatmical substitutes. For exammie, last fiscal 

year the Office of Conaunjcations installed a RATS Tine whitch 
resulted in the saving of $55,000 with the reduction of cutcoing 
Tong distance telephone calls. The 00/1 Imagery Analysts Service 
has realized a savings of $150,000 by transferring light tables to | 
RPIC and replacing shea wits equipment costing only half as much. — 
Office policies showld be reviewed to see whether or not savings 

may be gafned on an Aqancy-side basts by changes, For example, 

the 5D/0 fs consideriag lengthening PCS tours in order to save on. 
travel and shipping costs and one 00/587 Office pas recaforced its — 


_ Sencept of three-year tours for the same Toasont. : 


4. In additica to actions taken on the above, f-ask that you < 
continue fo oxplore ways to goerate sayings tn the use of adsinistra- 
tive supplies. Rejifrements for typewritten or couputer reports should 
be reviewed to dstercdine that the number requested {5 actually needed. 


Certain DD/T and BO/SaT Ovfices have initiated specific actions to - 


affect reductions ia the consumption of computer paper (ard tapes). 
Kherevar possible, menroduction equigaant should oa shared by. several | 
offices. If posslbie, 24-hour operations should be redeeed, Shifts 
should be changed to provide early and late coverage and flexible 
working hours should o4 arranged to reduce the use of overtime. 

5. We tcust fight iuflation at al] levels of the Agency. Only . 
by manacgenenh exampin will 211 expleyees core to uaderstand that we 
are truly cowsitted to this task. I have instructed the DD/A to 
manage this effort for se and to issue whatever iastructions may be 
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necessary. You should continue to report te me through the DD/A 
on a guarterly basis beginning TApHiT 1975 so that we may quantify 
‘and ¥ report to the President the results of our efforts in this pro= 


Dt ner oF 


gram. I will pes with you further at other ‘Ideas: ara peasant : ee 
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